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ADM NI STRATI VE ASSI STANT TO THE FI RE CHI EF

(Competitive Class)

DI STI NGUI SHI NG FEATURES OF THE CLASS

This class enconpasses a highly responsible admnistrative
position, the primary duties of which include overseeing the
mai nt enance of departmental records, assisting in budget
preparation, and perform ng public relations duties as assigned

by the Fire Chief. The enployee of this class nust have
know edge of the overall operation of a fire department, since
he/she will be expected to work independently in npbst areas.

This class is non- supervisory in nature. Special assignnents
are received from and work is reviewed directly by the Fire
Chi ef .

EXAMPLES OF WORK

Exanples |listed below are illustrative only. They are not
intended to include all duties which may be assigned. neither
are they intended to exclude other duties which may be |ogqical
assignnents to this class.

Assists the Fire Chief in performng the admnistrative
functions of the fire departnment. Recommends managenent
policies, goals, and objectives related to admnistrative
procedures. Prepares recommendations for adm nistrative changes
in department operations that wll inprove the city's 1SO
rating. Studies existing or proposed |egislation to determ ne
if adm nistrative changes are needed or to recommend depart nment
position statements on | egislation.

Assists the Fire Chief in accounting for the noney and assets of
the fire departnent. Gathers information for and assists in
conpiling a departnmental operating budget. Authorizes the
expendi ture of funds, nmaking sure that such expenditures are in
accordance with the budget.

Assists the Fire Chief in investigating all accidents invol ving
depart nent equi pnment or personnel and in investigating
conpl ai nts agai nst depart nment personnel ; formul at es a
recomendation for action to be taken. Assists the Fire Chief
in developing and operating the departnent's personnel
recruitnent and selection program i ncluding conducting
interviews of prospective enpl oyees and maki ng recomrendati ons
on hiring.

Assists the Fire Chief in coordinating the work of the
department with related federal, state, and |ocal agencies.
Attends neetings as assigned by the Fire Chief to give reports,
of fer advice, make recommendati ons, and keep infornmed on | ocal
trends that may affect the fire service. Answers questions for
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the public about the operation of the fire departnment or any
related areas of enmergency services. Coor di nates speci al
projects related to public rel ations.

Assists in making decisions about what information should be
included in all records of the departnment and in determning in
what form this information should be kept. Provi des for the
mai nt enance of all departnment records such as personnel records,
records of activity, inventory records, or any others which may
be required. Supervi ses the preparation and nmaintenance of
departnment records. Personally prepares any forns and records
required, including preparing payroll records.

Conpi | es and anal yzes data needed and wites reports required to
docunment activity of the departnment. Wites newspaper articles
or any other type of official departnent position paper for
publication. Wites requests for grants or other special funds
to aid in the operation of the fire service.

Assists the Fire Chief in managing the care and nai ntenance of
department equi pnent and apparatus, vehicles, and property.
Makes arrangenents for repairs and mai ntenance, and assists in
i nspecti ng equi pmrent or operating systens after repairs to see
t hat these were properly acconplished. Purchases equi pnent and
supplies for the departnent, keeping these purchases within the
est abl i shed budget.

Perforns any rel ated duties assigned.

QUALI FI CATI ON REQUI REMENTS

Unl ess otherwi se specified, all requirements |listed bel ow nust
be met by the filing deadline for application for adm ssion to
t he exam nati on.

Must nmeet all requirenments of the Miunicipal Fire and Police
Civil Service Law, including being a citizen of the United
St ates, and of |egal age.

After offer of enploynent, but before beginning work in this
class, nust pass a nedical exam nation, the selection and
adm ni stration of which shall be authorized by the Appointing
Aut hority, designed to denobnstrate good health and physical
fitness sufficient to perform the essential duties of the
position, with or w thout accommodati on.

Must present docunentation indicating, at a mninmum that the
appl i cant has nmet the mnimum high school graduati on
requi renments necessary to receive a high school diplom as
established by the state of Louisiana Board of Elenentary and
Secondary Education. Such docunentation shall include at | east
one of the following: high school diplom, high schoo
transcript, certificate of equivalency, affidavit from the
i ssui ng high school, college diplom, or college transcript, any
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one of which nust indicate that graduation has occurred or a
degree awar ded. A certification of conpletion shall not be
sufficient to substitute for certification of graduation.

Must possess a valid driver’s license.

Must have at |least ten (10) years of experience in fire
departnment work as a full-tinme nenber of a paid nunicipal
departnment. Work experience should include the performance of
adm nistrative duties for a fire departnent or include
background in fire suppression, fire prevention, or fire
department training.
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